August 20, 1999

MEMORANDUM FOR ALL CONTRACTI NG OFFI CERS AND NEGOTI ATORS
TO DI STRI BUTI ON LI ST FAC
FROM Rodney W Johnson, Director, MOP

SUBJECT: Unsolicited Proposals for Acquisition and Assistance

CONTRACT | NFORVATI ON BULLETIN 99 - 18

This CI B supersedes CI B 96-4.

The attachnents to this CIB set forth the Agency’s guidelines on
subm ssi on of unsolicited proposals and procedures for respondi ng
to themthat may result in the award of a contract, grant, or
cooperative agreenent. The two procedures for contracts
(acquisition) and grants or cooperative agreenents (assistance)
are different, with nore structured and stringent criteria for
non- conpetitive award of contracts. The attachnents are intended
to be distributed to any nmenber of the public who w shes

addi tional information on unsolicited proposals.

Unsolicited proposals for acquisition (contracts). The attached
gui dance is in accordance wth FAR Subpart 15.6. It establishes
the Evaluation Division, Ofice of Procurenment (M OP/E) as the
Agency’ s contact point for all unsolicited contract proposals.

Unsolicited proposals for assistance (grants and cooperative
agreenents. Unsolicited proposals that may result in the award
of an assistance instrument are submtted directly to the
appropriate USAID of fice, geographic bureau, or M ssion.

Questions on this CI B should be addressed to the Eval uation
Division, Ofice of Procurenent.

Attachments: al/s



GUI DELI NES FOR SUBM TTI NG
UNSOLI Cl TED CONTRACT PROPOSALS TO THE
UNI TED STATES AGENCY FOR | NTERNATI ONAL DEVEL OPMENT

The Agency for International Devel opment (USAI D) encourages the
subm ssion of new and innovative ideas consistent with and
contributing to the acconplishnent of USAID s objectives. Such
opportunities may be announced through broad Agency announcenents
or specific Requests for Proposals. Wen new or innovative ideas
do not fall under topic areas publicized through those

techni ques, offerors may consider submtting themas unsolicited
proposal s. Note that such ideas nust support acconplishnent of
the Agency’s mission, as set forth inits Strategic Objectives.

The Agency’s requirenents for contractor resources are nornmally
quite programspecific. USAID s projects are usually designed in
col l aboration with the host country. These factors can limt
both the need for, and USAID s ability to use, unsolicited
proposal s. Therefore, prospective offerors are encouraged to
contact USAID technical personnel to determne USAID s m ssion
and needs as related to the offeror's proposal before preparing
and submtting a formal unsolicited proposal.

Unsolicited proposals, within the context of these guidelines,
refer to witten offers of interest resulting in the award of a
contract or acquisition award whereby goods and services are
procured to neet an Agency requirenment. These guidelines are not
applicable to assistance instrunments, such as grants and
cooperative agreenents, where it is the intent of the Agency to
support or intensify the activities of independent organizations
whi ch contribute to the Agency's foreign assistance goal s and

obj ecti ves.

The Agency contact point for unsolicited proposals for contracts
is:

Eval uation Division (M OP/E)

O fice of Procurenent

U.S. Agency for International Devel opnent

Room 7. 08- 005 Ronal d Reagan Bui |l di ng

Washi ngton, D. C. 20523

Tel ephone: (202) 712-5160

For general information and information concerning unsolicited

proposal s for G ants and Cooperative Agreenents, please contact
t he USAI D office, geographic bureau, or Mssion that would have
techni cal cogni zance over the project.



USAID s policies and procedures for unsolicited contract
proposal s are established in accordance with Subpart 15.6 of the
Federal Acquisition Regulations (FAR). The follow ng provides
gui dance and information that potential offerors should consider
prior to initiating contact with USAI D on unsolicited proposals:

1. VWhat is an unsolicited proposal ?

An unsolicited proposal is a witten proposal for a new or
innovative idea that is submtted on the initiative of the
of feror for the purpose of obtaining a contract with the
Governnment, and that is not in response to a request for
proposal s or any other Governnent-initiated solicitation or
program

A valid unsolicited proposal nust-

1. Be i nnovative and uni que;

2. Be i ndependently originated and devel oped by the
of feror;

3. Be prepared w thout Governnent supervi sion,

endorsenent, direction, or direct CGovernnent
i nvol venent ;

4. I nclude sufficient detail to permt a determ nation
t hat USAI D support could be worthwhile and the proposed
wor k coul d benefit USAID s research and devel opnment or
ot her responsibilities;

5. Not be an advance proposal for a known USAID
requi renent that can be acquired by conpetitive
met hods;

6. Unsolicited proposals in response to a publicized

general statenment of Agency needs are considered to be
i ndependent |y ori gi nat ed.

Advertising material, comrercial itemoffers, or contributions
(concepts, suggestions or ideas presented to USAID for its use
with no indication that the source intends to devote any further
effort toit on USAID s behalf) are not unsolicited proposals.

2. Content of a Valid Unsolicited Proposal

A valid unsolicited proposal should contain the follow ng
information to permt consideration in an objective and tinely
manner :

A. Basic information including--



(1) Oferor's name and address and type of

organi zation; e.g., profit, nonprofit,
educational, small business;

(2) Nanes and tel ephone nunbers of technical and
busi ness personnel to be contacted for eval uation or
negoti ati on purposes;

(3) ldentification of proprietary data to be used only
for eval uation purposes;

(4) Nanes of other Federal, State, |ocal agencies, or
parties receiving the proposal or funding the proposed
effort;

(5) Date of subm ssion; and

(6) Signature of a person authorized to represent and
contractually obligate the offeror

B. Technical information including--

(1) Concise title and abstract (approxi mately 200
wor ds) of the proposed effort;

(2) A reasonably conplete discussion stating the
objectives of the effort or activity, the nmethod of approach
and extent of effort to be enployed, the nature and extent
of the anticipated results, and the manner in which the work
will help to support acconplishnment of USAID s m ssion;

(3) Nanes and bi ographical information on the
of feror's key personnel who would be involved, including
alternates; and

(4) Type of support needed from USAID; e.g.,
facilities, equipnent, materials, or personnel resources.

C. Supporting information including--

(1) Proposed price or total estimated cost for the
effort in sufficient detail for neaningful evaluation;

(2) Period of time for which the proposal is valid (a
six nmonth mninmumis suggested);

(3) Type of contract preferred;

(4) Proposed duration of effort;

(5) Brief description of the organization, previous
experience in the field, and facilities to be used;

(6) O her statenents, if applicable, about
organi zational conflicts of interest, security clearances,
and environnental inpacts;

(7) The nanes and phone nunbers of USAID technical or
ot her personnel already contacted regardi ng the proposal.

Gover nment personnel may not use any data, concept, idea, or
other part of an unsolicited proposal as the basis, or part of
the basis, for a solicitation or in negotiations with any ot her
firmunless the offeror is notified and agrees to the intended
use. However, this prohibition does not preclude using any data,
concept, or idea in the proposal that also is avail able w thout
restriction fromanother source. An offeror may restrict the



data included in its unsolicited proposal, by marking the
proposal with the | egend set forth in Section 15.609 of the
Federal Acquisition Regul ation.

3. Revi ew and Eval uation of an Unsolicited Proposal

Upon recei pt of an unsolicited proposal, MOP/E will conduct
an initial review of the proposal to determne if:

(1) The proposal is a valid unsolicited proposal,
as discussed in Section 1. above;

(2) Is suitable for subm ssion in response to an
exi sting Agency requirenent;

(3) Is related to the Agency’'s mssion, as set forth
inits Strategic bjectives;

(4) Contains sufficient technical and cost information
for eval uati on;

(5) Has been approved by an official authorized to
bind the offeror contractually;

(6) Conplies with the legend restricting data as
di scussed in section above.

Proposal s that neet all of the above requirenents shall be given
a conprehensi ve eval uation. Evaluators shall consider the
following factors, in addition to any others appropriate for the
particul ar proposal:

(1) Unique, innovative, and neritorious nethods,
approaches or concepts denonstrated by the proposal;

(2) Overall scientific, technical, or socioeconomc
nmerits of the proposal;

(3) Potential contribution of the effort to the
Agency's specific m ssion;

(4) The offeror's capabilities, related experience,
facilities, techniques or unique conbinations of these which
are integral factors for achieving the proposal objectives;

(5) The qualifications, capabilities, and experience
of the proposed principal investigator, team|eader, or key
personnel who are critical in achieving the proposal
obj ectives; and

(6) The realismof the proposed cost.

4. Post - eval uati on Procedures

The evaluators shall notify M OP/E of their recomrendati ons when
the evaluation is conpleted.

A favorabl e eval uation does not, in itself, justify awarding a
contract without full and open conpetition. However, the
Contracting O ficer nmay negotiate on a sole source basis when the
unsolicited proposal has received a favorabl e conprehensive

eval uation, a justification for other than full and open



conpetition has been approved, the technical office has provided
t he necessary funds, and the Contracting O ficer has synopsized
t he proposed award.

Unsolicited proposals will be returned to the offeror, with an
expl anation of the reason, if its substance is available to the
Government without restriction from another source, it closely
resenbl es a pendi ng conpetitive acquisition, does not relate to
USAID s m ssion, or does not denonstrate an innovative and uni que
met hod, approach, or concept, or is otherw se not deened a
nmeritorious proposal.



QU DE
TO USAI D S ASSI STANCE APPLI CATI ON PROCESS
AND
TO SUBM TTI NG UNSQOLI Cl TED ASSI STANCE APPLI CATI ONS

| nt r oducti on

The United States Agency for International Devel opnent
(USAID) is the independent governnment agency that provides
econom ¢ devel opnent and humanitari an assi stance to advance
U.S. economc and political interests overseas. USAID was
created under the Foreign Assistance Act of 1961 in

recogni tion of the above objectives. Mre information
concerning USAID s approach to sustai nabl e devel opnent can
be found under Strateqgies for Sustainable Devel opnent
(http://ww.info. usaid. gov/pubs/strat_pl an/ #Were and how
USAI D) .

Assi stance | nstrunents

Use of Grants and Cooperative Agreenents. In each instance,
USAI D shal |l decide on the appropriate award

instrunment (i.e., grant or cooperative agreenment). The
Federal Grant and Cooperative Agreenent Act (31 U.S. C

6301- 08) governs the selection of grants and cooperative
agreenments. A grant or cooperative agreenent shall be used
only when the principal purpose of a transaction is to
acconplish a public purpose of support or stinulation

aut hori zed by Federal statute. The statutory criterion for
choosi ng between grants and cooperative agreenents is that
for the latter, "substantial involvenent is expected between
t he executive agency and the State, |ocal governnent, or

ot her recipient when carrying out the activity contenpl ated
in the agreenent."”

Except as otherw se authorized by statute, 22 CFR 226

est abl i shes uni form adm nistrative requirenments for grants
and cooperative agreenents awarded by USAID to U. S.
institutions of higher education, hospitals, and other
non-profit organizations, and to U. S. commerci al

organi zations; and to subawards thereunder (see

htt p: // www. i nf 0. usai d. gov/ pubs/ads/cfr22). In addition to
22 CFR 226, USAID has established an Automated Directive
System (ADS) to inplenent USAID policies and standards for
awar di ng and admi ni stering grants and cooperative agreenents
(see http://ww.info. usaid. gov/pubs/ads /300/303. htn).



Assi st ance Applications

USAI D general |y undertakes direct assistance prograns to
benefit devel opi ng countries through conpetitive grants and
cooperative agreenents. This ensures that all activities
are concentrated on pre-defined objectives to maxim ze

i npact; and that they are consistent, nutually reinforcing
and draw support fromthe best avail abl e sources.

Wil e unsolicited applications can be received and revi ened
for funding, potential applicants should be aware that only
in highly exceptional cases are such applications likely to
be approved for funding. Resources available to USAID for
prograns nust be concentrated and focused on clear

obj ectives which fit within programpriorities. Thus, only
exceptional unsolicited applications can be considered for
funding on a nonconpetitive basis--ones which present a

uni que approach, are fully supportive of USAI D s devel opnent
obj ectives, and denonstrate a uni que capacity by the
applicant to carry out proposed activities and where there
is clear support for such activities by the recipient
country governnent or private institutions. Further, only
limted funding nmay be avail able for even the best of such
applications, since nost funding is reserved for devel opnent
priorities already established by USAID. Accordingly, it is
strongly recommended that potential applicants review USAI D
conpetitive announcenents (see http://ww. i nfo.usaid.gov/
procur enent _bus_opp/ procur enent/announce) as well as

speci fic USAI D bureau open announcenents (e.g., humanitarian
response, http://ww.info.usaid.gov/humresponse).
Appl i cants responding to specific announcenents shoul d
follow the directions contained in that announcenent. |If a
potential applicant still desires to submt an unsolicited
application, the applicant should foll ow the procedures
descri bed bel ow under Concept Paper.

Concept Paper St age

USAI D strongly encourages the subm ssion of a concept paper
for initial consideration as opposed to a nore |engthy
detail ed application. An unsolicited concept paper
(generally not to exceed 5 pages) should contain the
fol | ow ng:

(a) Cover Page/lntroduction:

1. Nanme and address of organization;

2. Type of organization (e.g., non-profit,
university, etc.);

3. Contact point (phone and e-mail);



4. Nanmes of other organizations (federal and
non-federal as well as any other USAID

of fices) to whom you are/ have submtted the
application and/or are funding the proposed
activity; and

5. Signature of authorized representative of
the applicant, authorized to contractually
obl i gate the applicant.

(b) Technical I|nformation:

1. Concise title and objective of proposed
activity;

2. Discussion of the objectives, the nethod
of approach, the anpbunt of effort to be
enpl oyed, the anticipated results, and how
the work will help acconmplish USAID s m ssion
as el aborated in USAID s Strategies for
Sust ai nabl e Devel opnent; and

3. Type of support the applicant requests
fromUSAID (e.g., funds, facilities,

equi prent, materials, or personnel

resour ces).

(c) Supporting Information:

1. Proposed estimted cost;

2. Brief cost breakdown (e.g., salaries,
travel, etc.);

3. Proposed duration of activity.

4. Any proposed "cost-sharing or matching"
(see 22 CFR 226.23 and ADS 303.5.10); and

5. Brief description of applicant's previous
wor k and experience, both functionally and
geogr aphi cal | y.

Subni ssi on of Concept Paper

Unsolicited concept papers may be submitted directly to the
Program O fices wi thin USAI D) Washi ngt on Bureaus, or directly
to USAID m ssions. The technical nature of the proposed
concept paper, region or country of inplenentation wll
determ ne the applicable Bureau/ M ssion to which the paper
shoul d be submtted. Please select the nost applicable

USAI D/ Washi ngton Bureau as |isted bel ow, or designate a
speci fic M ssion:



Bureau for d obal Prograns, Field Support and Research
Denocracy and Governance Center
Economic G owth and Agricultural Devel opnent Center
Envi ronnment Center
Human Capacity Devel opnent Center
Popul ation, Health and Nutrition Center
Worren i n Devel opnent
Bureau for Humanitari an Response
Bureau for Africa
Bureau for Latin Anerica and the Cari bbean
Bureau for Asia and the Near East
Bureau for Europe and the New | ndependent States
Specific M ssion

Concept papers shoul d be addressed to the attention of the
“Senior Program O ficer.” TWD copies of the application
shoul d be subm tted.

USAI D Revi ew of Concept Paper

The cogni zant USAI D Seni or Program O ficer or his/her

desi gnee should notify the applicant within 60 days of any
further interest in the application or |ack thereof. |If
USAI D has further interest in the proposed activity, USAID
may request the applicant to submt a nore detailed
application. Such a request is not a conmtnment by USAID to
support the activity. The applicant's decision to submt a
nore detailed application is at the applicant's discretion,
and any expenses associated with preparation and submttal

of the application are the responsibility of the applicant.

Applicati on Stage

The applicant, upon notification fromthe USAI D

techni cal / program of fice that reviewed the concept paper,
shoul d follow any specific instructions provided by them

In general, a nore detailed application will involve greater
el aboration of the foll ow ng:

a. Pr ogr am Goal s/ Obj ecti ves;

b. Background/ I nt roducti on;

C. Program Descri pti on;

d. M | estones/ Resul ts/ Tine |ine;
e. Moni t ori ng/ Eval uati on Pl an;
f. Managenent Pl an;

g. Busi ness/ Cost Secti on:



i SF424 (activities/line itens--headquarters/field--
http://ww. i nfo. usai d. gov/ procurenment _bus_opp/ proc
urenent/forns/ SF-424 for the fornms, and see
Attachnment A for exanple);

ii. Detailed support for cost (breakdown/ basi s/ support
--see Attachnment A for exanple);

ii1i. Cost Share/ G her Donor Support/Program | ncone (see
22 CFR 226.23-24 and ADS 303.5.10); and

iv. Past Performance (simlar projects |ast 3 years)

h. Representations/ Certifications:

i Assurance of Conpliance with Laws and Regul ati ons
Governing Nondi scrimnation in Federally Assisted
Pr ogr ans;

ii. Certification Regarding Debarnment, Suspension, and
O her Responsibility Matters--Primary Covered
Transactions, and Lower Tier Covered Transactions;

iii. Certification Regarding Drug Free Wrk place
Requi renents; and

iv. Restrictions on Lobbying.

V. Prohi biting Assistance to Drug Traffickers
(Required as applicabl e--USAI D Agreenent O ficer
can advise as to applicability).

Eval uati on

Deci sions to proceed with the award of a nonconpetitive
grant or cooperative agreenent on the basis of an
unsolicited application shall be nmade in accord with the
requi rements of ADS 303.5.5d. If it is determned that the
subject matter of any unsolicited application is acceptable
for funding on a nonconpetitive basis, the unsolicited
application will serve as the basis for negotiation.

Awar d Consi derati on Stage

The USAI D Agreenent O ficer upon receipt of an award
recomrendati on with acconpanying justification(s) fromthe
USAI D Cogni zant Technical Ofice (CTO wll proceed to
negotiate an award. A recomendati on does not guarantee an
award, nor does it mean that a successful negotiation wll
lead to an award within the sane fiscal year that the
concept paper/application was submtted. The final
negotiation will typically involve clarifications and/or

di scussi ons of any remaining cost issues, and a pre-award
responsibility determ nation that may or may not require
additional information fromthe applicant. The Agreenent
Oficer is required to make a pre-award responsibility
determ nation (see ADS 303.5.9).

a. Applicants with continuing relations with USAI D

This responsibility determ nation can usually be nade
by the Agreenment O ficer based on existing information



in the application, and by consulting materials from
ot her sources (e.g., A-133 audit).

Applicants new to USAI D

This responsibility determnation will normally require
obtaining the follow ng additional information fromthe
applicant:

i audited financial statements (last 3 years);

ii. projected budget, cash flow and organi zation
chart; and

iii. applicable policies and procedures (e.g.,
accounting, purchasing, property managenent).

If the Agreenment O ficer cannot meke a positive pre-
award responsibility determ nation, he/she wll
undertake a fornmal selection survey that may involve a
pre-award audit.



SF424 & SF424a Budget Support Information'

Per sonnel :
Project Director: $50, 000 (based on 50%ti ne)
Country Director: $80, 000 (based on 100%ti ne)

Research Assistant: $20,000 (based on 50%¢ti ne)

Personnel estimates based on current salaries. Experience of
staff was highlighted in our application. Salaries are based on
witten personnel policies, and represent current staff enployed
by our organization.

Fringe Benefits:

Project Director: $10, 000 (based on rate of 20% applied
to sal ary)
Country Director: $16, 000 (based on rate of 20% applied

to sal ary)
Research Assistant: $2,000 (based on rate of 10% applied to
sal ary)

Fringe benefits based on negotiated indirect rate agreenent dated
xx/ xx/ xx wi th our cognizant governnent audit agency (USAID), and
represent costs associated with FICA, |eave, and retirenent
benefits.

Travel :

Project Director: $5,500 (1 RT froma to b @$3, 000; $2,000 based on 10
days of per diemat $200/day; and $500 based on airport taxis/in-
country travel

Country Director: $25,000 (1 RT froma to b @$%$3,000; Living quarters
al | onance @ $15, 000; Regional air travel @ $5,000 based on 10
trips at $500/trip; Regional travel per diem @$1, 000 based on
20 days at $50/day; and $1,000 for m scellaneous in-country
travel

Research Assistant: $11,000 (2 RTs froma to b @$3, 000/ each; $4, 000 based
on 20 days of per diemat $200/day; and $1, 000 based on airport
taxi s/in-country travel

Airfare based on econony rates quoted from ABC travel agency.
Per di ens/ Al |l owances based on witten travel policies which
foll ow Departnment of State travel regul ations.

Equi pnent :

' The above sanple is for illustrative purposes to serve as one
exanple of the type of mnimal detail and rationale needed in
order to assist USAID in determ ning cost reasonabl eness.
Typically, the nore effectively the applicant can detail, support
and link costs to their proposed program the nore streanlined
negotiations will proceed. USAID Agreenent O ficer will advise
applicants on needed cost information during proposed award
negoti ati ons.



$4,000 (Conputer @$2,000, Printer @$500, Fax @ $500, and Copi er
@ $1, 000) Equi prent based on quotes from ABC conpany, and neet
U.S. source/origin/nationality requirenments. Equi pnment needed to
produce/track the extensive research efforts involved in this
program and purchase is nore cost effective than | easing.

Suppl i es:

$1, 500 (Paper, printer/fax/copier cartridges, and general office
suppl i es)

Suppl i es based on prior experience with simlar projects of this
magni t ude.

O her:

$5, 000 (Comruni cati on costs @ $3, 600 based on $300/ nonth for

i nternational phone/faxes/express mail, and $1,400 for other

expenses including nonitoring/evaluation regional site visit

reporting, ... The above conmunication costs are significant

based on the extensive dissem nation efforts with this program

I ndi rect Charges:

$69, 000 (Based on 30% of total direct costs and fringe benefits
in accordance with our negotiated indirect rate agreenent dated

XX/ xx/ xx wi th USAI D
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